<strong>Phone Etiquette</strong>
Working for a world-class club requires certain confidence, and it’s imperative that your verbal expressions exhibit professionalism and style in a manner that is consistent with other LA Galaxy employees. Below are recommended guidelines for telephone communications.

<strong>Answering the phone</strong>
It’s acceptable to personalize the manner in which you answer the phone as long as you always include
the following elements:
• Your name
• The LA Galaxy

<i>Example:
Hello this is (your first name) of the LA Galaxy.</i>

<strong>Main message</strong>
Include the same information you would when answering the phone but be sure to add additional details listed below so the caller fully understands your intent on getting back to them in a timely manner. It’s acceptable to personalize your message.

• Your name
• The LA Galaxy
• Ask them to leave a message
• Let them know you will call back
• Tell them to dial (phone number) for immediate assistance
• Give them your cell number as another way of getting in touch with you (optional)
• Leave closing remark

<i>Example:
Hello this is (your first name) of the LA Galaxy. I am unable to take your call at this time but it is important to me. Please leave a message and I will call you back as soon as possible, or for immediate assistance, please dial (phone number). Thanks and have a great day.</i>

<strong>Temporary Message</strong>
Include the same information as your main message but be sure to include additional details listed below so the caller fully understands your intent on getting back to them in a timely manner. It’s acceptable to personalize your message.

• Your name
• The LA Galaxy
• Let them know you are out of the office until ________ (give return date, NOT the date you left).
• Ask them to leave a message
• Let them know if you are checking voice mail and you will return their call or tell them you will call back when you return to the office.
• Tell them to dial (phone number) for immediate assistance
• Give them your cell number as another way of getting in touch with you (optional)
• Leave closing remark

<i>Examples:
Hello this is (your first name) of the LA Galaxy. I am out of the office until Friday, December the 3rd. Please leave a message and I will call you back when I return. For immediate assistance please dial (phone number). Thanks and have a great day.</i>

<i>Hello this is (your first name) of the LA Galaxy. I am out of the office until Friday, December the 3rd but will be checking voice mail. Please leave a message and I will call you back as soon as possible. For immediate assistance dial (phone number). If you need to reach me right away, you can call me at (your mobile number). Thanks and have a great day.</i>